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1.1. Hacrosmas WHCTpyKuus YCTaHAaBIUBACT €IMHYIO CHCTEMY JIeNOTIPOM3BOJCTBA B
MYyHHIMIUTEHOM OI0/KETHOM 001me00pa3oBaTeNbHOM YUPEKICHHH «llentp obpazopanus Ned»
(nanee — Y4pexIeHuE).

1.2.  OTBETCTBEHHOCTh 33 OPraHM3ALMIO H COCTOSHHE JNENONPOM3BOMCTEA, CBOEBPEMEHHOE H
KAYECTBEHHOE HCIIOJHEHHE JOKYMEHTOB, 32 HMX COXPaHHOCTb BO3JAracTcs Ha JMpeKTOpa
Yupesknenus (nanee — JMpeKTop).

1.3.  Hemocpe/cTBeHHOE BEICHHE JENONPOH3BOACTBA BO3NAracTCs Ha cexpeTapsi, KOTOPBbIi
obecreunBaeT y4eT M TPOXOXKIEHHE JOKYMEHTOB B YCTAHOBJICHHBIC CPOKH, HHPOPMHUPYET
JlupeKkTopa O COCTOSHMM MX HCTIOJHEHHS, OCYIIECTBICT 03HAKOMJIEHHE PaOOTHHKOB
Vupexnenus (ganee — paGOTHHKH) ¢ HOPMATHBHBIMH H METOIMYECKMMH JIOKYMEHTaMH IO
JIETIOTNPOU3BOLICTBY.

1.4. CexpeTaph HECET ePCOHATBHYIO OTBETCTBEHHOCTD 32 BLIMOIHCHHE TpeGoBaHuH HACTOSLIEH
VIHCTpYKIMH, COXPAaHHOCTb HAXOISMMXCS Y HETO Ccly®eOHBIX JOKYMEHTOB M HEMEUICHHO
noxnaapBaer Jlupektopy 00 yTpare WiH nopye 10KyMEHTOB.

1.5.PaGOTHUKY, MONYYMBIIHE JIOKYMEHTHI B CIyXKeOHOE MONB30BAHUE, HECYT TepCOHATIBHYIO
OTBETCTBEHHOCTh 33 KAueCTBEHHOE HCIOJIHEHHE NOKYMEHTOB B YCTAHOBICHHBIE CPOKH, 3a
COXPAHHOCTh HAaXOJSLIUXCH Y HHX cryxeOHbIX JI0KyMeHToB. Ilpn yxone paboTHHKA B OTILYCK,
BLIOBITHH B KOMAHAMPOBKY HMMEIOLIMECS Y HEro JIOKYMEHTBI MO0 yKA3aHHIO Jlupexropa
[IepesialoTCs APYroMy pPaGOTHHKY, KOTOPbIi 00s13aH TIPUHATH MEPBl K HX CBOCBPEMEHHOMY
ucnonuennto. O6 yTpate WIM Mopue JOKYMCHTOB paGoTHHUK 0043aH HEMEJICHHO JOJOKHTH
JlupexTopy.

1.6.ITepenaua OKYMEHTOB U (HJIH) HX Komui paboTHUKAM CTOPOHHHX OpraHM3auuii 10mycKaeTes
TOJIBKO ¢ pasperenus Jjupexropa.

1.7.TIpn yBOJbHEHHH MM TIEPEBOAC CEKPETAps MPOH3BOIUTCA nepenaya Aen ¥ JI0KYMEHTOB, O
4eM COCTABJIAETCS IPHEMOTIEPEIaTOUHBIH aKT, KOTOPBIH yTBEpHKIACTCA JBipeKTOpOM.

1.8 TTonoskenust VIHCTpyKIlMH PaclpoOCTPaHSIOTCS Kak Ha TPAXHLIMOHHOC JIETIOTIPOM3BOJICTBO, TaK
W Ha opraHmsalmMio paboTl C JIOKYMEHTAMH, CO31aBACMBIMH npd  TOMOIIM  CPEJICTB
BBIUMCITMTENbHOM TEXHUKH.

1.9.Bemonsenne MHCTPYKIHH, MOCIE O3HAKOMICHHA C €€ TpeGoBaHUAMH, 00s13aTeNBHO JUIA
KaX10ro pabOTHHKA.

2. [IpaBuaa cocTaBiennst 1 0pOPMICHHS T0KYMEHTOB

2.1.JIOKyMEHTHPOBAHHE YIPABICHYECKOH JEATENbHOCTH Yupesk/ieHus 3aKmoyaeTcs B GuKcaunu
Ha Gymare WM JPYTMX HOCHTEISX YNPABICHYCCKHX JeliCTBUI MO YCTAHOBJEHHBIM IPAaBHIIAM,
T.6. B CO3/IaHMH YIIPABIECHYECKHX JIOKYMEHTOB.

2.2.VupexueHHeM  WM3ZAOTCA  CIELyIOUMe JOKYMEHTHL: TPHKA3EL, pacropskeHHus,
TIPOTOKOJIBL.



2.3.JIoKyMEeHTHPOBaHHUE OCYLIECTBIISIETCS Ha €CTECTBEHHOM fI3bIKE (PYKOMMCHBIE MATMHOIIUCHBIE
JIOKYMEHTHI), @ TAKKE HA UCKYCCTBEHHBIX SI3bIKAX C UCIOJIb30BAHUEM MAITMHHBIX HOCUTENCH.

2.4 JIoKyMeHT HMeEET IOPUAWYECKYIO CHIY MPU HAIUYUM PEKBU3UTOB, OOS3aTEIBHBIX IS
JAHHOTO BHJIa JOKYMEHTa WJIM YHU(UIMPOBAHHON (OPMBI JOKYMEHTA: 3arojioBKa K TEKCTY,
JaThl, MHAEKCA, TEKCTa, BU3BI, ITOJIIHCH.

2.5. HanmenoBanue YupexJIeHHs YKa3blBa€TCsi B TOUHOM COOTBETCTBMHU C YcTaBoM. Ha3zBaHue

JOKYMEHTa  JOJDKHO  COOTBETCTBOBAaTh  KOMIIETCHIIMM  YUPEXKIEHUS,  COJEPKAHUIO
JOKYMEHTUPYEMOT'0 YIPABJIEHYECKOT0 NEHCTBUS, a Takke Tabemo yHUPHUIMPOBAHHBIX (GOpM
JIOKYMEHTOB.

JlaToit ToKyMeHTa sIBJIIETCS jaTa €ro MOJANUCAHUS; JaTON JIOKyMEHTa, KOTOPBIM MPUHUMAETCS
KOJIJICTHAJIbHBIM OPTaHOM, JaTa ero MpuHATUS. JlaTa MOKyMeHTa, a TakXkKe JIaThl, COIepIKaIlInecs B
TEKCTe, JTOJKHBI 0hOopMIIAThCS HUGPOBBIM criocoboM. Jlomyckaercss mpuMeHEHHE CIIOBECHO-
udposoro cnocobda ohopmitenus natel (15 anpenst 2005 rona).

B cocraB pexkBu3uTa MOANUCH BXOJAT: HAMMEHOBAHUE TOJKHOCTHU JIUIA, MOANUCHIBAIOIIETO
JTOKYMEHT, JINYHAs TIOJIHCh U €€ pacmmdpoBKa, HaIpUMep:

Hupextop MBOY «11O Ne4 » nuunast noanuce 4. O. @amunusi.

Ecmu  pomKHOCTHOE JHINO, TOANKCH KOTOPOTO 3aroTOBJICHA HAa TIPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT IOJIHUCHIBACTCA JIMIIOM, HCHOJHSIOUIMM €ro OO0s3aHHOCTH, WIH
3amectureneM. llpm 3ToM HEoOXOAMMO yKa3biBaTh (DAKTUUECKYIO JIOJDKHOCTH JIMIIA,
MOJMNKCABLIET0 TOKYMEHT, U ero (haMuinio (UCIpaBICHUE «H.0.», «3aM.» BHOCUTCS MAIIMHHBIM
Coco0OM MM OT pyKH). He momyckaeTcst MOAMMUCHIBATh TOKYMEHTHI C MPEUIOTOM «3a» WU TPH
MIPOCTaBJICHUH KOCOI UepThl nepel HAMMEHOBAaHUEM JTOJIKHOCTH.

2.6. JlokymMeHTBI 0(hOpMIISIOTCSI Ha OJIAaHKaX U UMEIOT YCTAHOBIICHHBIM KOMITJICKC PEKBU3HTOB U
MOPSAI0OK UX pacroiokeHust, cooTBeTcTByomux aeicryromemy 'OCTy «YHuduuupoBaHusie
CHCTEMBI OPTaHU3AIMOHHO-PACTIOPSAUTEIIBHON JOKYMEHTAIHI.

B Vupexaennn NpuMEHSIOTCS CIEAYIOIIME BUIbI OJAaHKOB: MPUKA3bl, PACIOPSKEHUS,
nucbMa. biaHku JOKYMEHTOB M3rOoTaBiIMBalOTCs Ha Oymare dopmatoB A4 (210x297 mm) u AS
(148x210 mm), nomyckaercs wucnonb3oBaHue ¢opmaroB A3 u A6. bianku pomyckaercs
W3TOTaBJIMBATH THIIOTPAPCKUM CITOCOOOM, C TIOMOIIBIO CPEJCTB ONEpaTHBHON MOJUrpaduu wim
BOCIIPOU3BOJUTE C TOMOUIbIO CPEACTB BBIYMCIUTEIBHON TEXHUKU HEMOCPEICTBEHHO TpHU
M3TOTOBJIEHHH KOHKPETHOTO JIOKYMEHTA.

2.7. C 1enblo OILIEHKHU IIEIeCO00pa3HOCTH JTOKYMEHTa, €ro OOOCHOBAHHOCTH W COOTBETCTBUS
JeUCTBYIONIEMY 3aKOHO/IATENbCTBY U IPABOBBIM aKTaM IIPOBOJIUTCS COTIaCOBaHHUE JOKYMEHTA.

Buytpennee cornacoBanue ogopmisieTcss TmyTeM BHU3WPOBAHHS TPOEKTa IOKYMEHTa
JNOJKHOCTHBIMU  JTMIIaMU. Bu3a BKIIOYaeT JMYHYH TOMNUCh, €€ pacmudpoBKy, Aary
BU3HUPOBAHUS, TOJDKHOCTH BU3UPYIOIIETO.

Buemnee  cornacoBaHue — oQOpMIISieTCS  COOTBETCTBYIOIIMM  TpUQOM,  Hampumep:
COI'JTACOBAHO
IIpeoceoamenv komumema no 06paA308aHUI0 AOMUHUCIPAYUU MYHUYUNALILHO20 00pA308aHUSA
20po0 [onckou
H. O. Pamunusa
01 mapma 2005 2o0a
2.8. VYTBepxkIeHHE JOKYMEHTa OCYTHECTBIseTCs JIMPEKTOPOM, BBIMIECTOSAIIMMU  HIIU
MEXBEJJOMCTBEHHBIMH OpTaHaMH, OOIIECTBEHHBIMH OPTaHU3AIUSMH, B KOMITETCHIIUIO KOTOPHIX
BXOJIUT PELICHUE BOIIPOCOB, N3JI0KEHHBIX B YTBEPXKIAEMbIX JOKYMEHTaX, HallpuMep:
YTBEPXIAIO
Jupexmop MBOY «L]O Ne4.». U. O. Damunus
01 mapma 2005200a
2.9. Ilpu agpecoBaHMM JOKyMEHTa B OpPraHM3ALMIO WIM €€ CTPYKTYpHOE MojpasjeicHue 0e3
yKa3aHUs JOJKHOCTHOTO JIUIA X HAMMEHOBAaHUS MUIIYT B UMEHUTEIHHOM MaJieKe, HApUMED:
Vnpaenenue obpazosanus u nayku ... obracmu



[Ipn HampaBlieHUU TOKYMEHTa JOJDKHOCTHOMY JIMILY Ha3BaHHWE OpPTaHHM3AIMH YKa3bIBACTCS B
MMEHUTENIBHOM MaJiexke, a JOHKHOCTh M (paMUITus ajipecaTa— B JJaTEJIbHOM TMajiexe, HallpuMep:
Ynpasnenue obpazosanus u Hayku ...001acmu 21A6HOMY CReYUATUCTLY

HU.0. ©amunus

[Ipu agpecoBaHWM JOKYMEHTa PYKOBOIHUTEIIO OpPraHM3aIlMM €€ HaWuMEHOBAaHHE BXOJIUT B
COCTaB HAUMEHOBAHMUS JOJKHOCTH aJipecara, HalpuMep:

Hauanvhuky ynpaenenus
00pazos8anus U HayKu ...0o1acmu
. O. Damunusn

[Ipn HampaBieHUU TOKYMEHTa Pa30BbIM KOPPECHOHJEHTAM YyKa3bIBA€TCS MOJHBIA MOYTOBBII
aJipec B COOTBETCTBHH C TTOYTOBBIMHU IIPABHUIIAMH, HATIPUMED:
Peoaxyus sicypnana
«Hoeuvlii mup»

Manvui [lymunxosckuii nep., 1/2. 2cn, Mocksa, K-6, 10

Anpec HE MPOCTaBISETCS HA JOKYMEHTAaX, HANPABISEMBIX B BBIMIECTOSAIINE OPTaHU3ANUUA U
MOCTOSIHHBIM KOPPECIOHACHTaM; B 3THX CIy4asX MOTYT MPUMEHSThCS KOHBEPTHI C 3apaHee
Hare4YaTaHHBIMH aJPeCaMHu.

JIOKyMEHT He JOJKEH cojepkKaTh Ooyiee YeThIpeX aapecaToB, KaKIbI IK3EMIUISpP TaKOro
JOKYMEHTA JIOJDKEH OBITh TIOJIITUCAH.

2.10. IIpn HEeOOXOAUMOCTH JaTh YKa3aHHS MO HCIOJIHEHHUIO IOKYMEHTa UCIOIb3YEeTCs] PEKBU3UT
«Pe3omonus»y. B cocraB pe3omonuy JODKHBI BXOJWTH CICAYIOIIUME SJIEMEHTHI: (haMILIHS

HUCIIOJTHUTCIIA (HCHOHHHTCHGI;’I), COACPIKAaHUEC IIOPYYCHU, CPOK  HCIIOJIHCHHA,
noAIucCh, aara. HpI/I HaJIMYHMU B PC30JIOIMHU HECKOJBKHX HCIIOJIHUTEIICH YKa3bIBaACTCA
OTBETCTBEHHBIN MCITOJIHUTEIH (KaK IIpaBUJIO, 9TO JHUIOO, HA3BaAHHOC B

pesomtoruu  mepBbIM). Ha JokymeHTax, He TpeOYyIONMX JONOJHHUTENBHBIX YKa3aHWW IO
UCTIOJHEHUI0 M MMEIOUIMX THUIOBBIE CpPOKM HCIOJHEHUS, B PE30JIOLUHM  YKa3bIBAETCS
UCTIOJHUTENb, TOANUCH aBTOPA PE30JIIOIMH, JaTa.
2.11. Ecniu  1OKyMEHT UMeeT TPWIOKEHHUsS, Ha3BaHHBIE B TEKCTE, TO OTMETKa O
HUX odopmisiercs no cieayroment popme: Ipunoscenue na 8 1. 6 3 9K3.

Ecmu npuiokeHuss B TEKCT€ HE Ha3BaHBl, TO HEOOXOAWMO TMEPEUYUCIUTh WX Ha3BaHHA,
KOJINYECTBO JIUCTOB M SK3EMIUIIPOB Kaxjaoro. IIpy HanuyuM HECKOJbKUX MPUIIOKEHUH OHHU

HYMEpYIOTCSI:

Ipwooicenus.
1. LImammnoe pacnucanue ... na 4 1. 6 3 3x3.
2. Cmema pacxoooe Ha 2 1. 6 3 3K3.

Ecmu mpunoskeHust COPOIIIOPOBAHbI, KOJIMYECTBO JIUCTOB HE YKa3bIBaeTCA. [IpHITOKEHUS
JOJDKHBI 0()OPMIIATBCS Ha CTaHAAPTHBIX JIUCTaX M UMETh BCE HEOOXOIUMBIC JUIS JIOKYMEHTa
PEKBU3UTHI: HAaWMCHOBAHHE, 3arojIOBOK, IMOJIHCH OTBETCTBEHHBIX 3a HX COJAEp)KaHUE, ATy,
OTMETKY O COTJIACOBAHUH U T.]I.

Ha npuioskeHuu K paciopsAuTEIbHOMY JIOKYMEHTY B ITPaBOM BEPXHEM YIJIy CIIEAYET CIEIaTh
OTMETKY C YKa3aHHUEM Ha3BaHUS PACHOPSAUTEILHOTO JOKYMEHTA, €r0 JaThl U HOMEpa, HalpuMep:

Tpunooicenue k npuxazy

no MBOY «1]O No4»

om 15 mapma 2005 Ne58n

3. OcobeHHOCTH MOATOTOBKH M 0(hopMJIeHHS OTIeJIbHBIX BUT0OB TOKYMEHTOB
3.1. TIpoekTsl TpHKa30B pa3pabaTHIBAIOTCS 3aMECTHTEIEM JUPEKTOpa IO MOPYYEHUIO
I[I/IpeKTOpa HJIM B THUIITUATUBHOM ITOPAJKE.
Pemenust BompocoB HOPMATUBHOIO XapakTepa B IMpejaesaX KOMIETEHLUUH YUpexkIeHUs,
peuiCHUs BOIIPOCOB ACATCIIBHOCTU quemneﬂnﬁ, a TaK’KC BOIIPOCOB, OTHOCAIINXCA KO BCCM HJINU
HECKOJIbKUM HJIM OJTHOMY pa0OTHHUKY YUpeXJIEeHUs, U3JIaraloTcs B MpHKa3ax.



Texkcr mnpukaza COCTOMT U3 KOHCTaTHUPYIOLIEH W PaCHOPSAAUTENBHOM dacTed. B
KOHCTaTUPYIOLIEH YacTH W3JIaraloTcs eI M 3aJaud NpeANuchiBaeMbIX JelcTBUi. Ecnm
OCHOBAaHMEM K WU3JaHUI0 IIpUKa3a SBJSIETCS 3aKOHOJAATENbHBIM aKT, HOPMATHUBHBIA WM
pacnopsIAUTENbHBINA JOKYMEHT, TO B KOHCTATHPYIOLEH YacTH YKa3bIBalOTCA €ro Ha3BaHUE, Jara,
HOMEp, 3aroJIOBOK U IepeAacTcs COJAEp)KaHUE TOM €ro 4acTh, KOTOpas HENOCPEACTBEHHO
KacaeTcsl LIEHTpA.

PacniopsauTenbHas 4yacTh IPUKa3a HAUMHAETCS CIIOBOM IPUKA3bIBAIO.

B nyHkrax pacnopsauTenbHOM YacTM IPHKa3a YKa3blBAIOTCA HCIIOIHUTENH, KOHKPETHbIE
JICACTBUSA U CPOKU MCIIOJIHEHUS MPEANUCHIBAEMBIX NeUCTBUN. ECiii nmprka3 JOMOJIHIET, OTMEHSIET
WY U3MEHSIET paHee M3JaHHbIE NMPUKA3bl WM HUX OTIEIbHBIE IYHKTHI, 3TO OrOBapUBAETCs B
TEKCTE IpeaMOyJIbl, HalpUMeEp:

B Jlonoanenue x npuxasy (6o uzmenenue npukaza) no MbOY «I1]O Nedy» om 08 cenmsaobps 2005
Ne 20m...

[IpoexkT mpuka3za BO HMCHOJHEHUE PACIOPSIAUTENIBHOIO JOKYMEHTA BBIIIECTOSILErO0 OpraHa
JOJKEH OBbITh MOJArOTOBJIEH B TeueHue 10 gHei, ecau pyKOBOACTBO BBILIECTOSIIETO OpraHa He
YCTaHOBHJIO UHOM CPOK.

B nocnenHem nyHKTe pacnopsiAMTENbHON YacTH MPUKa3a yKa3bIBA€TCs J0KHOCTHOE JIMIIO, Ha
KOTOPO€ BO3JIAraeTcsi KOHTPOJIb MCIOJHEHUs IMpukaza B wLeaoM. IIpoekTel mnpuka3zoB
MPEJCTABIAIOTCS Ha BH3Y JlMpeKTopy, KOTOPBIH HpOBEpsSET MPaBMIBHOCTh HX O(OpMIICHUS.
OTBETCTBEHHOCTh 33 KA4eCTBO IOJATOTOBKM JIOKYMEHTOB, KakK IO COJEP)KaHHUIO, TaK U IO
oopmieHnto, BoO3NMAraeTcsi Ha HCIOJHHUTENCH, TOTOBUBIIMX OTH JOKyMeHTHL Ilpukas
MOANUCKHIBaeT JIMPEeKTOp WM JIUIIO, UCTIONHSoMIEe ero o0s3aHHoCcTH. [Ipuka3 perucrpupyercs B
PETUCTPAIIMOHHON JKypHAJIbHOW dopMe, HyMEpyeTcss TMOPSIKOBBIM HOMEPOM B Tpeaenax
KaJICHJAApHOTO T0/1a U MOAIIUBACTCS B A€o0 (MepBblil 3k3eMIUisp). [Ipukas3sl no TMYHOMY COCTaBY
PETUCTPUPYIOTCS,, HYMEPYIOTCS U MOJALIMBAIOTCSA B JIEJIO OTAEJIBHO OT MPHUKA30B MO OCHOBHOM
JESATEIBHOCTH.

3.2. Pacniopsixenue pacnopsIuTeNbHbIN JIOKYMEHT, M3/1aBaEMBbIi JupexkTopoM
MPEUMYIIECTBEHHO MO BONpPOCaM MH(POPMAILMOHHO-METOAMUYECKOIO XapakTepa, a TaKkKe I10
BOIIPOCAM  OPraHU3aLlMOHHO-ONEPAaTUBHOIO  YNPABICHUS  JEATENBHOCTBIO  YUpEXKIEHUS
(coBemanusi, KoHGepeHIMH M T.1.). PacnopshkeHue He [OJDKHO COZepXaTh IpearnucaHui,
HOCSIIIUX HOPMAaTUBHBIN Xapaktep. Ha ocHOBaHMM pacnopsKEHHUH CO3Jal0TCSI KOMHCCHM ISt
MIPOBEPKH 3asiBICHUN rpakaaH. PacniopsikeHne NoAnuchiBaeTcsl AMPEeKTopoM. PacnopsauTenbHas
YacTh Ha4yMHAeTCsl CJIOBOM Ipeanararo (00s3bIBai0). PacmopspkeHUst perucTpupyrorcs B
pPEruCTpallMOHHON JKypHalbHOM (GopMe M HYMEPYIOTCS MOPAIKOBBIM HOMEPOM B Ipelenax
KaJIEHAApHOTO roJa.

3.3. IIpoTokon JOKYMEHT, B KOTOPOM (UKCHUPYETCS XOJ OOCYXJEHHS BOIPOCOB U MPUHATHS
peleHnii Ha coOpaHMM, COBEIIAHUAX, KOH(PEPEHLUAX U 3aceaHUsIX KOJJIETHAIBHBIX OPraHoB.
TekcT mpoTOKOJa COCTOMT M3 JBYX YacTe€d — BBOJHOM M OCHOBHOM. B BBOAHON wyactu
3aMoNHSIOTCS  cienyromue pekBusutel: «lIpencenarens», «Cekperapp», «lIpucyrcTBoBamm»,
«[loBecTtka nHs», Ha OnaHke mnpoTOKOJNa 3TH PEKBU3UTHI MOTYT HMETh TUIOrpadcKoe
HCIIOJIHEHHE.

OcHOBHast YaCTh MMPOTOKOJIA COCTOUT U3 Pa3/IeI0B, COOTBETCTBYIOIINX TyHKTaM ITOBECTKHU JHSI.
Teker kaxknoro pazaena crpoutcs no cxeme: CIIYIIIAJIA — BBICTYITUJIN — PEILNJIN.

OcHOBHOE COJep>KaHUE JIOKJIaJ0B U BBICTYIJICHUI IMOMEIIAeTCs B TEKCTE MPOTOKOJIA WM
mpwiaraercds K HEMy, PpEIIEHUE IIe4aTaeTcsl MOJHOCThIO. JIOKyMEHT, yTBEpXkKIaeMblil
KOJUIETHAJIbHBIMH  OpraHaMu, Mpuiaraerca K mporokony. ConepkaHue o0co0oro MHEHHS
3alMCHIBAETCSI B INPOTOKOJIE IOCJIE COOTBETCTBYIOLIETO IPOTOKOJIBHOTO pemeHus. IIporokon
MOAMMCHIBAECTCS IIPEICENATEIBCTBYIOIIMM Ha 3acCeaHNu U cexkpeTapeM. [IpoTokonsl HymepyroTcs
MOPSAIKOBBIMM HOMEpPaMU B IIpejieax KaJeHIapHOTo roja. [IpoTokosibl COBMECTHBIX COBELIAHUI
(cobpaHnuit) JOMKHBI UMETh COCTaBHBIE HOMEPA, BKIIIOUYAIOIINE MOPSIKOBbIE HOMEpa MPOTOKOJIOB
OpraHu3alyii, MPUHUMABIINX Y9acTHE B pa0OTE COBEIIAHUS.



3.4. Ilpu HEOOXOAMMOCTH CHSATHUS U BBIJAYH KOTHH C JOKYMEHTOB JOKYMEHTBI BOCIIPOU3BOISITCS
MOTHOCTHIO (O7aHK YupekIeHus,, HOMep, Jlata CcoAep)KaHus W T.1.). B mpaBoMm BepxHeM yriy
konuu mumercs cioBo «Komus». Ilpu Bblgaue komuu ¢ komuu cienyer nucarb «Komus c
kormuu». [lpu 3aBepeHUM KOMHMHU JOKYMEHTa BHM3Y IIOCJIE ITOJHOTO BOCIPOM3BEICHHS TEKCTa
numercs «Komust BepHa», yKa3bpIBalOTCs AOKHOCTD JIUIA, 3aBEPSIIOLIETO KOMUI0, €r0 MHUIUAIBI
u daMuIus, CTaBATCS TMOJINCH, J1aTa 3aBepeHus, nedartb. Ha o0opoTe moaIMHHUKA JTOKYMEHTA
JieaeTcsl OTMETKA, KOTJIa MU KOMY BbIJIaHa KOTIHSI.

Komuu ¢ moxkymMeHTOB BBIJAIOTCS € paspenieHus J(upekropa W TOJIBKO C TeX JOKYMEHTOB,
KOTOpbIe OBLTM W3JaHBI B YUPESKICHHH U KOTOPBIC KAacaloTCs CIy)KeOHOH NesTenbHOCTU
Yupexaenus.

4. KOHTPOJIb HCTIOJTHEHUS] JOKYMEHTOB
4.1. Bce noctynatomue Ha ums J[upekropa u B aapec YupexxaeHusl JOKYMEHTBI, TpeOyrolie
WCIOJIHEHUS! W TOATOTOBKM OTBETA, a TAKXK€ IPUKa3bl, PACIOPSDKEHUS, PEIICHUS COBETOB
MO/JIEKAT KOHTPOJIIO.

KoHTponb UCHONHEHMS JIOKYMEHTOB YCTAaHABIMBAECTCSI B LEISIX OOECHEeUeHus Ux
CBOEBPEMEHHOTO M KaueCTBEHHOT'O MCIIOJIHEHUS, TIOBBIIICHUS YPOBHSI OPraHU3aTOPCKON pabOThI
Y UCTIOJTHUTENBCKOMN UCHUIUIMHBI.

4.2. IlopyyeHuss ¢ KOHKpPETHON JaTOW WCIOJHEHHUs BBINOJHAIOTCS B YKa3aHHBIA CpOK.
[lopyuenuss 0e3 yka3aHusi KOHKPETHOW JaThl HCIOJHEHMS, HWMEIOIIUME B TEKCTE IMOMETKY
«CpOYHO», UCTIONMHSAIOTCS B 3-THEBHBIN CPOK, OCTAIbHBIE — B MECSAYHBIN CPOK.

DTOT CPOK UCUUCISAETCS B KaJCHAAPHBIX AHSX C AAaThl UX noanucanus. Eciv no o0beKTUBHBIM
MIPUYMHAM BO3HHKJIA HEOOXOAMMOCTh MPOJICHUSI CPOKAa MCTIOJHEHUS JOKYMEHTA, UCTIOTHUTEINb
HE TIO3[Hee 4YeM 3a 3 JHS /0 HMCTEYCHHs YCTAHOBIEHHOTO CpOKa JOJDKEH OOpaTUThCS K
JIMpeKTopy ¢ MOTUBUPOBAHHON MPOCHOOI IO BONPOCY O HA3HAYEHUH HOBOT'O CPOKA.

KOHTpOib CBOEBPEMEHHOIO MCIOJIHEHMSI JOKYMEHTOB OCYIIECTBIIAIOT: CEKpeTapb 3a
UCIOJIHEHUE JIOKYMEHTOB, IIOCTYNUBIIUX B YUpexXJIeHUEe, IPUKA30B U PacCHOpsIKEHUN
JupekTopa; cekperapb COBETa 3a HCIIOJIHEHUEM NIOPYUYEHUH, BHECEHHBIX B IIPOTOKOJIBI 3aCEHaHM
[Iemarornyeckoro cosera.

IIpy ucnonHeHNMM AOKYMEHTa OTBETCTBEHHBIH 3a JENONpPOU3BOACTBO cOOOLIaeT 00 3TOM
JupekTopy, CcekpeTapp COBETa Mpeacenarennto. B ciiydae HEUCHOMHEHUS KOHTPOJIbHBIX
JIOKYMEHTOB B YCTAaHOBJIEHHBII CPOK OHHM BKJIIOYAIOTCS B IE€PEYEHb JOKYMEHTOB, B3SIThIX Ha
KOHTPOJIb U IPOCPOUYEHHBIX 110 UCIIOJIHEHNIO, KOTOPBIN MpenocTasisercs upekropy.

CocTrosiHue UCHOJHUTENBCKOW MUCHUILIMHBI MO JOKYMEHTaM C MmopydeHusmu Jupekropa, a
TaK)K€ MO JOKYMEHTaM, MOCTYNUBIIUM B aJpec YUpeKIeHHS U TPeOYIOUIMM HCIOIHEHUS U
MOATOTOBKU OTBETA, €KEHENEIbHO pAacCMaTPUBAIOTCS HAa ONEPATHBHBIX COBEIIAHUSAX IpHU
HupekTtope.

JIOKYMEHT CcuuTaeTcsl MCIOJHEHHBIM, KOTJa PEIIEHbl OKOHYATEIbHO BCE MOATOTOBIECHHBIE B
HEM BOINPOCHl, O NPOBEACHUH HEOOXOIMMBIX MEpPONPUATUNA TOCTaBIEHbl B H3BECTHOCTD
3aMHTEPECOBAHHBIC YUYPEXKIEHUS M JIOJDKHOCTHBIE JIUIA, MOJITOTOBJIEHBI HEOOXOIUMbIE
pacnopsAUTeNbHbIE U THPOPMAIIMOHHBIE IOKYMEHTHI.

JIOKyMEHTBl CHUMAIOTCS C KOHTPOJIS, €CJIM PEUIEHbl MOCTABJICHHBIE B HUX BOINPOCHI WIIU
aBTOpaM JaH OTBeT Mo cymecTBy. [IpomMexyTouyHbIli OTBET, paBHO Kak U 3ampoc IO
HCIIONHAEMOMY JIOKYMEHTY WJIM YACTUYHOE BBINOJHEHUE MOPYUEHUS, HE SIBIISIETCS OCHOBAHHEM
JUIS IPU3HAHUS TOKYMEHTA UCIIOJIHEHHBIM.

CHATb JOKYMEHT C KOHTPOJS MOXET JIMpeKTOp WM 3aMECTUTENb IUPEKTOpa, KOTOPBIH
IIOCTaBUJI €ro Ha KOHTPOJib. OCHOBaHWEM [Jisi CHATHSL C KOHTPOJIA JIOKYMEHTOB SBIISIETCS
JOKYMEHT-OTBET, ITOANUCAaHHBIN JJUPEKTOPOM.



5. IopsaaoK HCIOTHEHUS ¥ TPOXO0KIEHUS BXOAAIIHUX JOKYMEHTOB

5.1. Bcs xoppecnoHaeHIMs, MOCTYMAaONMAs B YUpexKIeHHe, IPUHUMACTCS U PErUCTPUPYETCs
cekperapeM. OmuMO0YHO AOCTaBICHHAS KOPPECHOHICHIUS MEPECchlIaeTCss K oTnpaButemto. [Ipu
BCKPBITMM KOHBEPTa TPOBEPSIOTCS MPABWIBHOCTh aJpPECOBaHUS U HaJIWYHE BJIOKEHHBIX
nokyMeHToB. [Ipu oOHapyKeHHHM MOBPEKIEHHUS, OTCYTCTBUS JOKYMEHTAa WM TMPUIOKEHHS K
HEMY, a TaKXe HECOOTBETCTBUS HOMEpa, YKAa3aHHOIO Ha KOHBEpPTE, HOMEPY BIIOKEHHOTO
JOKYMEHTa COCTaBJISIETCd akKT B JIBYX OJK3eMIUIApax, OJUH U3 KOTOPBIX MpUiIaraercs K
MOJIyYEHHOMY JJOKYMEHTY, a JPYroi HanpaBJIIeTCs OTIPABUTEITIO.

5.2.  KoHBepThl OT MOCTYNUBIIEH KOPPECIOHACHLUMUN COXPaHSAIOTCA M MpHIAraloTcs K
JOKYMEHTaM B CIy4asxX: €ClId aJgpec OTIPaBUTENS yKa3aH TOJIbKO Ha KOHBEpTE; €CJIM JaTa
JOKYMEHTa M JaTra ero OTHpPaBKH, COIJIACHO TIOYTOBOMY INTEMIIENI0, HUMEIOT OOJIbLINE
pacxoKJIeHUsI BO BPEMEHH; €CITH KOHBEPT HEOOXOIMM B KQ4eCTBE OMPABIATEIILHOTO JOKYMEHTA K
pacxojam Mo oriaTe KOpPecnoHICHIUH.

5.3. Bce mocrynuBmue B YupexAcHHE TOKYMEHTHI JTOKJIAIbIBAIOTCS J(MPEKTOpY B JIeHH MX
nocryruieHus. PaccmorpeHHbie [IUpeKTOPOM TOKYMEHTHI MEPEAAIOTCs HCIOTHUTENISM TOJIBKO
II0CJIE 3alIMCH PE30JIIOLUI B )KypHaJe perucTpaluu JOKyMEHTOB CEKPETapeEM.

5.4. llony4yuB AOKYMEHTHl Ha UCHOJIHEHHE, PAOOTHUK JOHKEH HEMEIJICHHO O3HAKOMUTHCS C
UX COJIEpKaHUEM, BBIICITUB IOKYMEHTHI, TPEOYIOIINE CPOYHOTO UCTIOTHEHUSI.

Ecnu nokyMeHT HampaBisieTcsl HECKOJIbKUM UCIIONIHUTENSIM, TO JIUI0, YKa3aHHOE B PE30JIIOLINH
MIEPBBIM, SIBJIICTCS OTBETCTBEHHBIM HCIIOJTHUTEIIEM, KOTOPBIA 0053aH 03HAKOMHUTH C IOKYMEHTOM
BCEX JPYTUX B ONEpPATUBHOM TMoOpsaKe (B JE€Hb MOJY4YeHHs JOKYMEHTa) M OpraHu3oBaTh B
YKa3aHHBI CpPOK €ro HCrHojHeHHe. B oOTHenbHBIX Ciydasx TakKue JJOKYMEHTBl MOTYT
TUPAXKUPOBATHCS U MEPEIABATHCS BCEM HCIIOTHUTEISM.

5.5.  JIOKyMEHTBI, HalpaBjsieMble IS O3HAKOMJICHUS, IOJDKHBI OBITb PacCMOTPEHBI 0e3
3a/IepKKU U BO3BPAILIEHbI CEKPETAPIO B TOT K€ JEHb.

6.ITopsiI0K MOATOTOBKH M MPOXO:KAEHUS UCXOISIIIMUX U BHYTPEHHHUX IOKYMEHTOB

6.1. Ilopsmok NOArOTOBKM HCXOASIIMX JOKYMEHTOB BKJIIOYAeT: COCTAaBJIEHHE IPOEKTa
JIOKYMEHTA, COTJlacOBaHMe, MOANNUCcaHue (YTBEpKICHHUE), TUPAKUPOBAHUE U OTIPABKY.

6.2. [lo mepenaun AOKyMEHTa Ha MOANMCH UCIOJIHUTENb JOJDKEH MPOBEPUTH €ro COoAEp)KaHue,
MPaBWIbHOCTh O(GOPMIICHUS, HaJIWYMEe HEOOXOAUMBIX BHM3 U MNpUiIokeHUH. JloKymMeHT
IIPEICTABIISETCS HAa MOANNCH BMECTE C MaTepUallaMy, HA OCHOBAaHNU KOTOPBIX OH TOTOBMJICS.
6.3.J10KyMeHThI, TOITUCaHHbBIe [IMPEKTOPOM, PErHCTPUPYIOTCS M OTIPABIISIOTCS MO aJpecaM B
Ipezenax ropoja HapouyHbIM, a 3a Ipelenbl ropoJa — 4epe3 OpraHbl NOYTOBOM cBsi3u. Konuu
OTIIPaBJICHBI JIOKYMEHTOB C MIPOCTaBICHUEM JaThl OTIPABKH MOAIIMBaIOTCA B Jeno. CekpeTrapb
nepes] OTHPaBKOM KOPPECIOHACHIIMN TPOBEPSET MPAaBUIBHOCTD €€ OPOPMIICHUS U aJJpeCOBaHUSI.
Anpec 3amonHseTcs B COOTBETCTBMM C HOBBIMH TIOYTOBBIMU HpaBHJaMu. J[OKyMEHTHI,
OTIIpaBJISIEMbIE OJJHOBPEMEHHO B OJIMH aJpEC, BKJIAABIBAIOTCS B OIUH KOHBEPT.

6.4. BHyTpeHHHE TOKYMEHTHI, JOKJIAJHBIE 3allMCKH, CIIPaBKU, CBOJKH U Ap. OQPOPMIISIOTCS U
UCTIOJHSIOTCS (MCIIONB3YIOTCS) B IpeAenax YupexaeHus. OHM paccMaTpUBarOTCs pabOTHUKaMH,
KOTOPBIM OHH HAIpPaBJIEHbI (IOPYUEHBI).

7. Perucrpanusi J0KyMeHTOB

7.1. Peructparnus TOKyMEHTOB OCYILIECTBIISIETCS CEKPETAPEM.

7.2. Peructpanuu NnoaieXUT KOPPECHOHICHIMS, aApecoBaHHas Ha UMs JlupekTopa, a Takke B
VYupexaenue, 0e3 ykazaHus KOHKPETHOTO ajipecara. Peructpanuu noanexar BCE
JOKYMEHTBI, Kak IOCTYIAIOLIUE U3 APYTUX OPraHU3alUi, TaK U OT 4acTHBIX Jull. He mommexar
PETUCTpaLK TO3PABUTEIbHBIC IIAChMa, TeJIErpaMMBbl, NPUIJIACUTEIIbHBIE OWIETHI U

T.O.



7.3. Ha Bcex BXOISLIMX JOKYMEHTax B MPAaBOM HI)KHEM YTy CTABUTCS IITaMIl (PyKOMHUCHAas
OTMETKa) C YKa3aHHEM TOPSAIKOBOTO PETUCTPAIMOHHOTO HOMEpa M JaThl TMOCTYIUICHHS
nokymeHTa. Ha koppecnoHAeHIInY, He MO IeKalleld BCKPBITHIO, IITAMIT CTABUTCS HA KOHBEPTE.
NHnumaTuBHBIA UCXOMSIINN JOKYMEHT COACPKUT MOPSAIKOBBIA PETUCTPALIMOHHBIN HOMEpP U
JaTy MOJIMUCAaHUS JOKYMEHTa. VICXOAInil JOKYMEHT, SIBJISIOIIUNACS OTBETHBIM, KPOME HOMEpa U
JAThI COACPIKUT CCHUIKY Ha BXOSIINI JOKYMEHT, Ha KOTOPBIN AaeTCs OTBET.
7.4. ns peructpauudd BCeX KaTeropvil JOKYMEHTOB BEIETCS JKypHAJ PpPErucTparuu
MOCTYIAOIINX, OTIPABISIEMBIX U BHYTPEHHUX JIOKYMEHTOB, KOTOPBIN COJEPKUT  CIICIYIONINE
rpadsi:«/lara moctyrmieHus», mim», «OT  koro moiaydeHo», «Kparkoe
cozepxkaHuey, «Ne BXOISIIEero JOKyMeHTa U aatay, «KoMy HampaBieHO Ha UCIIOJIHCHUE,
«Pacniucka B MOJTy4YeHUU TOKYMEHTaY.

8. PaGora ucnosiHuTe ICH C JOKYMEHTAMH
8.1. UcnonHeHne JOKyMeHTa MpeaycMaTpuBaet: cOop u 00paboTKy HeoOX0auMOoi HH(pOpMaIUH,
MOATOTOBKY TMpPOEKTa JIOKYMEHTa, ero oQopMmIeHHE, COIIaCOBAaHUE, NPEJCTABICHUE WU
MOAMNMCAHUE, MOJATOTOBKY K IMEPEChUIKE aJpecary .
8.2. JIoKyMeHTBl JOMYyCKaeTcs HW3rOTaBIMBAaTh Ha MUINYIIEH MalIMHKE WIA TpPU TOMOIIH
MEYATAIONUX YCTPOHCTB CPEICTB BBIYUCIUTENBHONW TeXHHKH. OTIeNbHBIE BHYTPEHHUE
JOKYMEHTBI JIONyCKaeTcs MHcaThb OT PYKH (3asABICHHS, OOBSICHUTEIbHBbIC 3alMUCKU W T.J.).
JlonyckaeTcs nmeyaTaHue JOKYMEHTOB C MCIIOJIb30BaHUEM 00OPOTHOM CTOPOHBI JIUCTA.
8.3. Tekct nmokymeHTa meyaTaercsa uyepe3 1,5 MEXKCTpOUYHBIX WHTepBasia. PekBU3UTHI (Kpome
TEKCTa), COCTOSIIHNE W3 HECKOJBKUX CTPOK, MEYaTaroTcs dYepe3 | MEeKCTPOUYHBI HHTEpBall.
CocTaBHbBIC YaCTH PEKBU3UTOB OTIEISIFOTCS JIPYT OT Apyra 1,5-2 MeXCTPOUHBIMH HHTEPBAJIAMHU.
B noxymenrtax, opopMIIEHHBIX Ha JIBYX M Oojee JIMCTax, HyMEPYIOTCS BTOPOH U TOCIIEIYIOIINE
muctel. Homepa cTpaHHII TPOCTaBIAIOTCS IO CEPEAMHE BEPXHEro MoJis JUCTa apaOCKUMU
uudpamu. brianku TOKyMEHTOB TOJKHBI UMETh ToJist He MeHee 20 MM — JieBoe, 10 MM

- mpaBoe, 1,5 MM — BepxHee, 20 MM — HUKHEE.
8.4. Pykommcu MJOKYMEHTOB, HamHMCaHHblE HEpa30OpUYMBO, KapaHAAIOM, KPAaCHBIMH WM
3€JICHBIMU YEpHWJIAMH, COJIepKaline OObII0e KOJIMYECTBO BKJICEK M HESICHBIX HCIPABICHHUM, K
MeYaTaHuIo0 He TPUHUMAIOTCA.

9.HomeHnkaTypa aena
9.1. HomeHknatypa Aen MpeaCTaBisieT COOOW CHCTEeMAaTU3MPOBAaHHBIA MEPEYEeHb 3aroJIOBKOB
(HaMMeHOBaHU) JIeNT U COCTABISETCS B YCTAHOBIIEHHOM IOPSIJIKE.
9.2.B HOMEHKJIATypy A€l BKIIOYAIOTCS 3arOJIOBKH JIeJ, OTPAKAIOIINE BCE JOKYMEHTHPOBAHHBIC
YYaCTKHU paboThl YUpexAeHUs, Pa3IMYHOTO POJIa KAPTOTEKH U T.1.
9.3.IlopsiIOK pacroNOKEeHUsI 3arojJOBKOB BHYTPH DPa3JielIoB HOMEHKJIATYphI /1] OIpeaelseTcs
CTETIEHBI0 BAKHOCTH JOKYMEHTOB, COCTaBISIOIIMX Jella, M WX B3aWUMOCBs3bI0. BHawame
pacmonaraloTcs ~ 3aroJIOBKM  JIel,  COJAEpXKAIlUX  OpPraHU3alMOHHO-PACTIOPSIUTEIHHYIO
JTOKyMeHTaruo. Jlamee pacrojararoTcsi 3arojIOBKH JIeN, COJACPKAIINX IUTAHOBBIE W OTYETHBIC
JOKYMEHTBI, IEPENHUCKY U T. 1.
9.4. 3aroyioBOK Jiea JOJDKCH YeTKO, B 00OOIICHHOH GopMe OTpakaTh OCHOBHOE COJICpKAHHE
U cocTaB JIOKyMEHTOB Jiena. He nomyckaercss ynorpeGiieHHe B 3arojloBKax Jiel HEKOHKPETHBIX
dhopmynupoBok («Pa3ubie maTepuansly, «O0Mmas mepenucka» u T.1.).

10.®opmupoBaHue a1
10.1. ®opmupoBaHue Jei1 — 3TO TPYNIHUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUH C HOMEHKJIATypoi Aen. PopMHUPOBAHUE /1€ OCYILIECTBIIAETCS CEKPETAPEM.
10.2. Ilpu dopMupoBaHUM €1 COOMIOAIOTCS CIEAYIOIIME MPaBUila: MOMEIIATh B JIEJNO TOJBKO
UCIIOJHEHHBIE, NPaBUJIBHO O(QOPMIICHHBIE JOKYMEHTHI B COOTBETCTBUHM C 3arojOBKaMHU A€ IO



OOAHOMY BOIIpOCY, TIpyHnmupoBartb B [ACJIO0 JOKYMCHTBI OJHOIO KaJICHAAPHOIO0 TIoAa, 3a
UCKJIFOUEHUEM NEPEXOAIUX JeJl; pa3ieiabHO (OPMUPOBAThH B JA€da JOKYMEHTBI IOCTOSHHOTO U
BPCMCHHOI'O CpPOKOB XpaHCHMHA. B ACJI0O HC OOJDKHBI NOMCHIATHCA NOKYMCHTLI, IOJJICKAIINC
BO3BpATy, JIMIIHUE IK3EMIUIIPBI, YePHOBUKU. [[es10 He noyKHO npeBblmarh 250 1MCTOB.

10.3. Howmep nena, B KOTOpoe TOHKEH OBITH MOJAUIMT AOKYMEHT, ONPEACsSeT UCIOTHUTENb 10
HOMEHKJIaType.

10.4. JlokyMeHTHl BHYTpH Jeja pacrojararoTcsi B XPOHOJIOIMYECKOW IOCIEI0BATEILHOCTH.
JIOKyMEHTBI B JINYHBIX JieJIaX PACHOJIaratoTcs 10 Mepe UX MOCTYIIICHHUS.

PaCHOpHI[I/ITeJIBHbIe AOKYMCHTBI TPYHNIIMPYOTCA B JCjJa II0 BUIAaAM HW XPOHOJOIHMU C
OTHOCSALIMMHUCS K HUM ITPUIIOKEHUSIMHU.

IIpuka3pl 10 OCHOBHOM JEATEIBHOCTH I'PYNIUPYIOTCS OTAEIBHO OT IIPUKA30B IO JINYHOMY
COCTaBYy.

[IpoTokoJibl B i€sie pacnoiaratoTcsi B XpoOHOJOTHYECKOM MOPSAKE 0 HoMepaM. JJOKyMEHTBI K
IIPOTOKOJIaM, CTPYNIHMPOBAaHHbBIE B OTAEIbHBIE [€J1a, CHUCTEMATU3UPYIOTCS 10 HOMepam
IIPOTOKOJIOB. I[OKYMGHTI)I n IMPOTOKOJIbI, CIpYHIIUPOBAHHBIC B OTACJIBHBIC JcJia,
CHCTEMaTU3UPYIOTCS TI0 HOMEpaM MPOTOKOJIOB.

HpeI[JIO)KeHI/ISI, 3asgBJICHUSA U KaJIOOBI rpaxJiad Imo BOIIpOCaM ACATCIbHOCTHU yLIpe)KI[eHI/IH n
JOKYMEHTBI 110 UX PACCMOTPEHHUIO U MCIIOJHEHHUIO TPYNIUPYIOTCS Pa3lesIbHO OT MPEAOKEHUH,
3asiBJIEHHH U 5Kaj100 T'paxJaH 110 JIMYHBIM BOIIPpOCAaM.

[lepenucka rpynnupyercss 3a MEpHOJ KaJCHIApPHOTO Troja M CUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKON  I0CIEN0BAaTEIbHOCTH, JOKYMEHT-OTBET IIOMEIAeTCd 3a JOKYMEHTOM-
3aIpOCOM.

11.1ToaroroBKa 10KYMEHTOB K AapXUBHOMY XPaHEHHUIO
11.1. TloaroroBka JOKYMEHTOB K apXMBHOMY XPAaHEHHUIO BKIIIOYACT HKCHEPTH3y HAY4YHOH W
MPAKTUYECKONH IIEHHOCTU JOKYMEHTOB, odopMmIeHHe Jiesl, OOecleyeHne COXPaHHOCTH
JIOKYMEHTOB, Ilepeiauy JeJl B apXUB Y UPEkKACHHUS.
11.2. Or6op DOKYMEHTOB JJsl MOCTOSHHOI'O XpPaHEHUs MPOBOJMUTCS HAa OCHOBAaHUM IEpeyHei
JOKYMEHTOB C yKa3aHHEM CpPOKOB WX XpaHEHUS UM HOMEHKJIATYphbl el YUpexXIeHUs IMyTeMm
MOJIUCTHOTO MPOCMOTpa Jies. B 11enax MmocTOSIHHOTO XpaHEeHHUs MOAJEKAT U3BATHIO AYOJIECTHbIE
9K3EMILISAPBI JOKYMEHTOB, YEPHOBUKH, HEO()OPMIIEHHBIE KOITUU JIOKYMEHTOB U HE OTHOCSIIHECS
K BOIIPOCY JOKYMEHTBI C BPEMEHHBIMU CPOKAMH XPaHEHUSI.
11.3. OpHOBpeMeHHO ¢ OTOOPOM TOKYMEHTOB IOCTOSHHOTO M BpeMeHHoro (cBwime 10 mer)
XpaHEeHHUs JJIs Tiepeiayl B apXHUB MPOBOAMUTCS OTOOP A€ U JJOKYMEHTOB BpeMeHHOro (10 10

JIET) XpaHEHUs C UCTEKIIMMHU CPOKaMHU XpaHEHHUSI.
11.4. Tlo pe3ynpTaTaM OKCHEpPTH3bl IIEHHOCTH JOKYMEHTOB COCTAaBJISIIOTCS OIMCH JIeN
MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 jeT) XpaHeHHs U 10 JIUYHOMY COCTaBy, a TaKKe aKThl O
BBIIEJICHUH JI€]1 K YHUUTOXKECHHUIO.

12.0¢opmiienne aen

12.1. Odopmienue nen BKIIOYAET KOMIUIEKC paboT MO TEXHUYECKOH 00paboTKe TOKYMEHTOB U
MPOU3BOIUTCS cekpeTapeM. Jlena Yupexaenus moayiexxar ohOpMICHHUIO TIPU X 3aBEICHUH U 110
3aBepIIeHNH roja. B 3aBHCHMOCTH OT CPOKOB XpaHEHHs NMPOBOAUTCS MOJHOE WM YaCTUYHOE
oopmienne nen. B memsix obecrieueHHss COXPaHHOCTH ¥ 3aKPETUICHUS TIOPSIIKA PACIONOKEHHS
JTOKYMEHTOB, BKIJIIOYEHHBIX B JIJI0, BCE €r0 JIMCThI, KPOME JIMCTOB 3aBEPUTEILHON HAJIIHCH U
BHYTPEHHEH OMUCH, HyMEPYIOTCSA apaOCKUMH ITudpaMu BAJIOBOM HyMepallei B IpaBOM BEPXHEM
yTIy, HE 33/1eBasi TEKCTa JJOKYMEHTA, IPOCTHIM TpapHUECKUM KapaHJallioM WM HyMepaTOpoM.
12.2. Tlomnomy o(OpMIICHHIO TTOJIEXkKAT Jiesia TOCTOSTHHOTO, BpeMEeHHOTO (cBbIie 10

JIeT) XpaHeHHs M IO JUYHOMY cocrtaBy. [lonHoe odopmiieHHe naena NpeaycMaTpUBaeT: €ro
MPOUIMBKY WM TMEpeIuieT: HyMepaluio JIHCTOB; COCTaBJICHHE 3aBEPUTENBHON HAaJIUCH,



COCTaBJICHHE, B HEOOXOJUMBIX CIyYasX, ONUCH JOKYMEHTOB;, BHECEHHUE HEOOXOIUMBIX
YTOYHEHUI B PEKBU3UTHI OOJIOKKH (YTOUHEHHE Ha3BaHWs OpPTaHU3AIH, MHICKCA, 3aroJioBKa U
ap.).

12.3. Jlena BpemenHoro (mo 10 €T BKIIOYMTEIBHO) XPAHEHHS IOJJICKAT YACTHUHOMY
oopmieHunto; aena AONMyCKaeTcsl XpaHUTh B CKopocimuBaTensx. He momyckaercss mpoBOAWTH
MepecucTeMaTH3alui0 JIOKYMEHTOB B JIeJie, HE HYMEpOBaTh JIUCTHI Jiela, HE COCTaBIAThH
3aBepuTeNbHBIE HaamucH. [lo OKOHUAHWU TOJa B HAANUCH Ha OOJOXKKax AeN MOCTOSHHOTO U
BpeMeHHOro (cBbimie 10 JeT) XpaHEHHs BHOCSTCS YTOYHEHHS: IPOBEPSIETCS COOTBETCTBHE
3aroJIOBKOB JIEJT Ha OOJIOKKAX COJEPIKAHUIO MOAIIUTHIX JOKYMEHTOB, B HEOOXOUMBIX CITyYasiX B
3arojOBOK  JieJia BHOCSITCS JIOTIOJIHUTEIbHBIC CBEICHUS (MPOCTABISIOTCS HOMEpa IPUKAa30B,
MIPOTOKOJIOB, BUBI ¥ (POPMBI OTYETHOCTH | T.11.).

13. CocraBiieHHe onucel ae

13.1. Ha 3aBEpUICHHbIE JIeJla [TOCTOSIHHOT0, BpeMeHHOro (cBbiie 10 jer) XxpaHeHust

u 1o JTUYHOMY COCTaBy, MPOLIEAIINE IKCHEPTU3Y LIEHHOCTH,

o(opMIIeHHBIE B COOTBETCTBUH C HACTOSIIUMHU TPEOOBAHUSAMH, €KETOTHO COCTABIISIFOTCS OIHUCH.
Ha nema Bpemennoro (mo 10 JIET) XpaHEHHUs OMHUCH He cocTaBistorcs. [lo

OIMHCSIM JOKYMEHTHI IIEPEIAI0TCS B APXHUB.
13.2. Ilpu cocraBieHHH OMHCU J€J COOJIOMAIOTCS CIEIYIOIIMe TPeOOBAHUS: 3arOJIOBKU e
BHOCSTCS B ONHUCh B COOTBETCTBHHM C TIPUHSATOM CXEMOH CHCTEMATH3allid Ha OCHOBE
HOMEHKJIATYPHI €T, KaXI0€ JeJI0 BHOCUTCS B OMKUCH O] CAMOCTOSATEIBHBIM TOPSIKOBBIM HOME
pOoM (eciH JIel0 COCTOUT M3 HECKOJIBKUX TOMOB HUTM 9acTeH, TO KaK/IbI TOM HJIA YacTh BHOCSTCS
B OIUCh IOJI CAMOCTOSTEIBHBIM HOMEPOM); TIOPSIIOK HyMEpalluu JIel B ONMCH — BaJIOBBIM 3a
HECKOJIBKO JIET.
13.3. Tlopsaok mpuUCBOSHHS HOMEPOB OIMHUCSAM yCTaHABIUBAETCS MO COTJIACOBAHUIO C apXUBOM,;
rpadbl OMUCH 3aMOTHIIOTCS B TOUHOM COOTBETCTBUU C TEMH CBEICHUSMHU, KOTOpPbIE BBIHECEHBI Ha
00710%kKy niena. [Ipu BHECEHUH B OMKCH JENI C OJMHAKOBBIMHU 3aroJIOBKAMHU MHUIIETCS MOJHOCTHIO
3aroJI0BOK MEPBOTO JIeNia, a BCE OCTalIbHBIE OJHOPOHBIC JIeia 0003Ha4alTCs cioBaMu «To ke,
IIPH 3TOM JIPYTHE CBEJCHUS O JIeaX BHOCATCS B OMHCH IMOJIHOCTHIO (HA KaXKJIOM HOBOM JIHCTE
OTHCH 3ar0JI0BOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO).
13.4. Jlnga pgen, coiepKamMx JOKYMEHTBI 33 HECKOJBKO JIeT, B KOHIIE OIHCH KaXKIOTrO
CIIEYIOIIETO T0/a, 32 KOTOPBIM MMEIOTCS JOKYMEHTBHI B JIaHHOM Jelie, AENAIOTCS CCHUIKH Ha
HOMEpa JIeN, COJepIKalluX JOKYMEHTHI 3a JaHHBIH Troj (MOClie WHTEpBaJia 3a IOCIICTHEH
OTMHCATENbHON CTaThel KaXKJOTO MOCIEAYIONIEro o).

13.5. Ommcu gem  COCTaBISAIOTCS TIO YCTaHOBJICHHOM dbopwme. I'pada OTIHCH
«[Ipumedanue» HMCHONB3yeTCS IJII OTMETOK O TpPHEME Jiel, OCOOEHHOCTAX HX (U3UYECKOTO
COCTOSIHUS | JIp.

14.0OnepaTuBHOe XpaHeHHe JOKYMEHTOB H JieJl

14.1. C momeHTa 3aBeIeHHs U JIO TIepeadd B apXUB Jie]a XPaHATCS 110 MECTY UX (POPMHUPOBAHUS.
CekpeTapb HeCET OTBETCTBEHHOCTD 3a COXPAHHOCTh JOKYMEHTOB U JIETI.

14.2. Jlena HaXxOJATCS B CHEIMAIBLHO OTBEICHHOM IS 3TOU IEJIA TIOMEIICHHH, PacIIoaraloTcs
B 3amuparonmxcs Imkadax, 00eCneUMBAONIMX HX TOJHYIO COXPAHHOCTh, MPEIOXPAHSIOIINX
JIOKYMEHTHI OT T 1 BO3JICUCTBHS COJTHEYHOTO CBETA.

14.3. B memsix MOBBIIIICHUST  OTIEPATHBHOCTHU MOMCKA IOKYMEHTOB JeJa
pacrojaraloTcs B COOTBETCTBUU C HOMEHKIJIATypoil aen. HoMeHkaTypa Aen Uiy BhINKHCKa U3 Hee
MTOMEIIAeTCs Ha BHYTPEHHEW CTOpOHE IKada.

Ha xopemikax 00y105keK /1€ yKa3bIBalOTCS WHIEKCHI 10 HOMEHKJIIATYpe.



15.KoHTpOJIb BeieHHs 1eJI0NPOU3BOICTBA

15.1. KoHTpOJb COCTOSIHUSI IETOMPOU3BOICTBA MPOU3BOIUTCS HE PEKE OJHOTO pasa B TOJI.

15.2. Jlns mpoBepku COCTOSIHHUSI ~ JIEJIONPOU3BOJICTBA  MPUKA30M o
YupexxIeHuo co3/1aeTcs KOMHMCCHS, B COCTaB KOTOPOH BKJIFOYAIOTCS
CHEIMAIIUCTHI U CEKPETaph.

15.3. Htorm mnpoBEepKH OTpaKarOTCAd B aKTe, KOTOPBIA NPEICTABIACTCS Ha YTBEP)KICHHE
Jupexropy.

15.4. Cekperapp MNPOBOJWUT TMPOBEPKY MCIOJHUTEICH HAIUYMs W TIOPSJKA WCIOJHEHUS
JOKYMEHTOB H O Pe3yJIbTaTax MPOBEPKH JOKIAIABIBACT TUPEKTOPY Y UPEKIACHHUS.
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